














“TAIN’T FUNNY, McGEE” 


We haven't said much about this before—but 
among our New Year's resolutions is one we cer- 
tainly intend to keep. It is a pledge to do some- 
thing about the recurring stream of shoddy jokes 
concerning the love lives of secretaries and their 
bosses. These gems of “humor” have assailed 
our weary ears ever since the first shirt-waisted 
“lady typist’ got a foothold in the world of busi- 
ness. 

Secretaries seem to be fair game for tinhorn 
radio comedians, cartoonists, and producers of 
some movies which, to say the least, are a feeble 
“B" in quality. 

It seems that if a secretary is not dashing out 
in the middle of the day for a drinking bout at 
the Stork Club or such, she is sitting in the boss's 
lap engaged in breaking up his home. 

This arrant foolishness was sufficiently dull and 
inaccurate when it began 40 or 50 years ago. It 
hasn't improved with age. Of course, there have 
been secretaries who enticed the boss away from 
his wife. There have been housewives who have 
done exactly the same disservice to their neigh- 
bors. 

But, by and large, secretaries in our midst are 
respectable, conscientious, able business women of 
the highest professional ethics. 

Therefore, during 1947 NSA intends to protest 
the comedians’ boresome and untrue picture, every 
time it bobs up, whether on the stage, screen, 
radio, or in cartoons and jokes of abysmal dul!. 
ness! 


NEED MONEY FOR YOUR TREASURY? 
You can add substantially to your chapter's 


funds by selling ads in THE SECRETARY. 

For a full-page the rates are $140 for one issue, 
$120 for five issues, and $100 for ten issues. For 
a half-page the rates are $70 for one issue, $60 
for five issues, and $50 for ten issues. For a 
quarter-page the rates are $35 for one issue, $30 
for five issues, and $25 for ten issues. 

A commission of 25 per cent is paid to the 
chapter obtaining the ad. For example, a half- 
page ad appearing five times earns for the chap- 
ter a commission of $75. 

Not only does the commission on an ad enlarge 
your treasury, but in addition the ad itself pro- 
duces the revenue with which to give you a 
bigger and better national magazine. 

Many firms have a product or service of spe- 
cific appeal to secretaries. In addition are many 
products and services which can best be brought 
to the attention of executives through their secre- 
taries. 

Effective forms for soliciting advertising may 
be requisitioned from National Headquarters. 











Members of NSA: 


At a time when friendship meant so much, you 
demonstrated yours in a most wonderful way. For 
your many expressions of sympathy in the loss of 
my mother, I am deeply grateful. 

CLARA KRUEGER 
Northwestern Vice-President 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% 
to 25% have been arranged for all secretaries wearing 
os ae emblem or presenting an NSA membership 
card, 

MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 
SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
MI CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 


Here NSA members may meet other members from 
other cities. Here are vacations combining thrift and 
pleasure. Here work is forgotten for frivolity and fun! 
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IN THE SPOTLIGHT 


Evansville, Indiana: for the instructive dinner 
meeting at which the guest speaker, Mr. Sam 
Medlicott, executive secretary of the YMCA, 
discussed “Civic Responsibility.” 

Des Moines, Iowa: for the gay Boss Night 
Dinner at which the Reverend F. J. Ackman of 
Grace Methodist Church, in a satire on “Wo- 
men, analyzed women from a sympathetic male 
point of view. 

Boston, Massachusetts: for its delightful Val- 
entine Dinner, highlighted by the address of Mr. 
John Nott, director of the John Nott School of 
Dancing. 

Bloomington, Illinois: for its altruistic project 
of providing stenographic services for Corn Belt 
Isolation Hospital. 

Cleveland, Ohio: for the interesting dinner 
meeting at which the guest speaker, Miss Adele T. 
Blaisey, of the Ohio Bell Telephone Company, 
discussed ‘“Telephone Impressions.” 

Akron, Ohio: for the pleasant dinner meeting 
at which the guest speaker, Mr. Ben H. Taylor, 
manager of Akron Industrial Relations of the B. 
F. Goodrich Company, spoke on ‘“‘Human Rela- 
tions.” 

Altoona, Pennsylvania: for the first issue of its 
bulletin, CINDERS, the best new bulletin of the 
month. 

Wichita Falls, Texas: for the impressive ban- 
quet highlighted by installation of its 1947 officers 
and by entertainment provided by artists from 
the Gross Studio. 

Washington, D. C.: for the lovely dinner 
meeting at which Mrs. Agnes McCall Parker, 
guest speaker, discussed “Charm.” 

Portsmouth, Ohio: for the first issue of RIVER 
RAT GAZETTE, a very clever bulletin. 

Canton, Ohio: for the eventful dinner meet- 
ing at which the guest speaker, Mrs. Bertha Tsai, 
described ‘“Chinese Women and Their Customs.” 

Little Rock, Arkansas: for the delightful recep- 
tion at which it entertained prospective members 
preceding a successful membership campaign. 

Paducah, Kentucky: for the delightful Valen- 
tine banquet at which Miss Pauline Jackson, guest 
speaker, discussed “Social Security Laws.” 


Wheeling, West Virginia: for the instructive 
dinner meeting at which the guest speaker, Mr. 
Paul J. Miller of Radio Station WWVA, ex- 
hibited a motion picture depicting the construc- 
tion of WWVA's 50,000 watt transmitter. 

Sioux City, lowa: for the pleasant dinner 
meeting at which the guest speaker, Mrs. Louise 
Freese of the editorial staff of the Sioux City 
JOURNAL-TRIBUNE, discussed ‘“What Ameri- 
ca Reads.” 

Lima, Ohio: for the instructive dinner meeting 
at which the guest speaker, Mr. Charles O. Guy 
of the Lima Association of Commerce, told “What 
the Boss Expects of a Secretary.” 

Lincoln, Nebraska: for its donation of $50 with 
which to furnish one room in the new YWCA 
Annex. 

Cincinnati, Ohio: for the memorable banquet 
at which the Honorable James Garfield Stewart, 
mayor of Cincinnati and appointee to the Su- 
preme Court of Ohio, was the honored guest. 


Seattle, Washington: for the interesting din- 
ner meeting at which the guest speaker was Mr. 


Darwin Cook, editor of MARQUEE. 


Wichita, Kansas: for its sponsorship of a 
series of secretarial science lectures given by 
faculty members of the Extension Division of 
Kansas University. 

Los Angeles, California: for the new format 
of THE SUNSCRIBER, one of the best bulle- 
tins in the West. 

Waterloo, Iowa: for the delightful dinner 
meeting at which the guest speaker, Dr. John W. 
Keltner. director of discussion and debate at 
Iowa State Teachers’ College, discussed ‘Labor's 
Share in American Industry.” 

Huntington, West Virginia : for its Lillian 
Castleberry memorial fund, a scholarship fund 
named in tribute to the memory of the beloved 
member through whose efforts the fund was 
created. 

Evanston, Illinois: for the delightful dinner 
meeting at which the guest speaker, Dr. L. K. 
Gillson of Evanston High School, reviewed the 
book, ‘India at the Threshold.” 


(Continued on Page 4) 
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(Continued trom Page 3) 


Junction City, Kansas: for the interesting din- 
der meeting at which Miss Pauline Bushkovski, 
stenography instructor at Junction City High 
School, discussed the newest methods of pre- 
paring students for stenographic and secretarial 
positions. 

Oklahoma City, Oklahoma: for the notable 
dinner meeting at which the guest speaker, Mr. 
Lyall Barnhart, vice-president of the First Na- 
tional Bank, discussed “The Business of Bank- 
ing.” 

Mansfield, Ohio: for the first issue of a very 
clever bulletin (yet unnamed) which we tremb- 


lingly suggest be called NO MAN'S FIELD. 


Manhattan, Kansas: for the unforgettable din- 
ner meeting at which the guest speaker, Professor 
R. W. Conover of the English Department of 
Kansas State College, discussed “English in 
Business.” 


South Bend. Indiana: for a delightful dinner 
meeting at which the honored guest, Miss Ger- 
aldine Carlson, entertained with a_ technicolor 
motion picture of the Bahama Islands. 


Tulsa, Oklahoma: for its merry Boss Night 
Dinner highlighted by the address of Mr. B. K. 
Melekian, instructor of speech at Tulsa Univer- 


sity, whose subject was, “Why Don't You 
Speak Up?” 

Youngstown, Ohio: for the instructive dinner 
meeting at which the guest speaker, Mrs. Edna 
Tarbox, demonstrated “Correct Telephone 
Usage.” 


Richmond, Indiana: for the interesting dinner 
meeting at which Dr. Robert Pfeiffer, rector of 
Saint Paul's Episcopal Church, was the honored 
guest and speaker. 


Chicago, Illinois: for the lovely dinner meet- 
ing at which the guest speaker, Mrs. Jean Fitch 
of Beauty Counselors Studios, discussed ‘‘Sen- 
sible Skin Care.” 


Boise, Idaho: for the delightful dinner meet- 
ing at which the guest speaker, Miss Margaret 
Sinclair of the faculty of Boise Junior College, de- 
scribed her experiences with the Red Cross in 
France. 


Denver, Colorado: for the memorable dinner 
meeting at which it initiated 75 new members, 
thus making it one of the largest chapters in the 


West. 


Buffalo, New York: for the impressive dinner 
meeting at which the guest speaker, Mr. John H. 
Travers, Jr., assistant vice-president of the Buffa- 
lo Chamber of Commerce, spoke on “The Secre- 
tary——Animal, Vegetable, or Mineral.” 


Until our magazine becomes larger, space will not permit mention of every chapter's activities every month. 





WE WELCOME 


Little Rock, Arkansas—Installed January 30 by 
registrars Jacquie Bennett, Ann Eaton and Cora Sel- 
zer. Officers: Rita E. Stanley, president; Kitty Black, 
vice-president; Mary Lou Lambert, corresponding sec- 
retary; Marie Ainsworth, recording secretary; Frances 
Morman, treasurer. 


Iowa City, Iowa—Installed February 12 by registrar 
Florence Graddy. Officers: Hazel Sawdey, president; 
Eula Van Meter, vice-president; Alice Spinden, cor- 
responding secretary; Doris Singleton, recording sec- 
retary; Carrie Miller, treasurer. 

Salem, Oregon—Installed January 22 by registrar 
Mildred Carlton. Officers: Ruby Hughes, president; 
Thelma Streeter, vice-president; Eileen Carskadon, 
corresponding secretary; Marybelle Yantis, recording 
secretary; Eleanor Finden, treasurer. 


Warren, Ohio—Installed February 11 by registrar 
Dorothy MacPhee. Officers: Florence J. Abbott, presi- 
dent; Alice Louise Read, vice-president; Ann Haak, 
corresponding secretary; Willavene Cox, recording sec- 
retary; Henrietta Weinzetl, treasurer. 


Fort Dodge, Iowa—Installed January 22 by regis- 
trars Barbara Giboney and Florence Graddy. Officers: 
Marguerite Mack, president; Maxine Campbell, vice- 
president; Esther Piotter, corresponding secretary; 
Helen Hamlow, recording secretary; Imogene Castle, 
treasurer. 

Covington, Kentucky—Installed February 6 by reg- 
istrar Virginia Lee Mehard. Officers: Virginia Roden- 
berger, president; Virginia Banahan, vice-president; 
Margaret Williams, corresponding secretary; Phyllis 
Lucas, recording secretary; Gladys Jameson, treasurer. 


Champaign, Illinois—Installed January 24 by regis- 
trars Lou Smith and Laura Sellmeyer. Officers: Ger- 


trude Becker, president; Evelyn Pearse, vice-president; 
Martha Myers, corresponding secretary; Fern Heien, 
recording secretary; Norma Carr, treasurer. 


Hutchinson, Kansas—lInstalled February 13 by reg- 
istrars Jacquie Bennett and Nellie Voelker. Officers: 
Virginia Smith, president; Betty Jean McGinn, vice- 
president; Mary Ford, corresponding secretary; Mar- 
garet Paxton, recording secretary; Ruby Lee Mc- 
Mullen, treasurer. 


Boulder, Colorado—Installed February 1 by regis- 
trars Claudia Smith and Ruth Hardman. Officers: 
Beth Anderson, president; Thelma Walters, vice-presi- 
dent; Safah Williams, corresponding secretary; Jeanne 
MacMurray, recording secretary; Elnora Henry, 
treasurer. 


Long Beach, California—Installed February 19 by 
registrars Virginia Veach and Betty Veach. Officers: 
Ruth Hardway, president; Phyllis Sheehan, vice-presi- 
dent; Gladys Voorhees, second vice-president; Gail 
Tate, corresponding secretary; Esther Comp, recording 
secretary; and Violet Dovey, treasurer. 


Chanute, Kansas—Installed February 21 by regis- 
trars Nellie Voelker and Jacquie Bennett. Officers: 
Maude Rowlands, president; Flossie May Welch, vice- 
president; Nellie Hollenshead, corresponding secretary; 
Bobbie Jean Hazel, recording secretary; and Bess 
Woodyard, treasurer. 


Palo Alto, California—Installed February 21 by 
registrars Edith Martin and Mildred Carlton. Officers: 
Bessie A. Simons, president; Madeleine McAdow, vice- 
president; Kay Merola, corresponding secretary; Ann 
Elizabeth Lofland, recording secretary; and Dorothy 
A. Lockhart, treasurer. . 
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PICTURE 
PARADE 


Officers of Baltimore, Maryland, chapter. Left 
to right: Margaret E. Donohue, corresponding 
secretary; Helen DeVoy, vice-president; Caro- 
line Watchman, president; Catherine D. Mor- 
ton, recording secretary; Esther G. Albert, 
treasurer. 


Mayor S. A. Stroth welcomes NSA to James- 
town, New York. Pictured at the left is 
Barbara Giboney, organizer of the chapter. At 
the right is Edna Carlson, president of the 
chapter. 


Nellie Voelker, registrar. 


Sylvia Harding, president 
of San Francisco's second 
chapter. 


Officers of Raleigh, North Carolina, chapter. 
Left to right: Genevieve E. Bell, correspond- 
ing secretary; Elizabeth Willis Boyd, vice- 
president; Margaret York Wilson, president; 
Helen Harrison, treasurer; Pat Moore, record- 
ing secretary. 

















Radio Announcer: “The three-minute silence 
you just heard, ladies and gentlemen, was not due 
to a technical breakdown, but came to you through 
the courtesy of Noiseless Typewriters, Incorpo- 


rated.” 
—LAKE SHORE BREEZES (Chicago, Illinois) 


A lunatic, after a very exemplary record of 
sanity, was discharged from the asylum and re- 
turned home. Deciding, the next morning, to 
shave, he nailed the mirror to the wall, stood be- 
fore it, lathered his face, and then, selecting an 
old-fashioned razor, he proceeded to shave. At 
this moment the nail slipped; the mirror fell to the 
floor. He stood gazing at the blank wall before 
him, then remarked bitterly: “Just my luck— 
second day out and I've cut my bloomin’ head 


off.” 


THE BULLETIN (Saint Paul, Minnesota) 


A dime is a dollar with all the taxes deducted. 


SUGAR 'N sPIck (Bay City, Michigan) 


First Gal: “I like a man with a past. A man 
with a past is always interesting.” 

Second Gal: “That's true, but I don't think he’s 
nearly as interesting as a man with a future.” 

Third Gal: “The man who interests me most is 
the man with a present; and the more expensive 
the present, the more interest I take in him.” 


—STEEL MEMOS (Gary, Indiana) 


War does not determine who is right—only 


who is left. 
SEC’S APPEAL (Wheeling, West Virginia) 


“Doc,” said a mountaineer, leading a gangling 
youth into the office of the village medico, “I want 
you should fix up my son-in-law. I shot him in 
the leg yestiddy and lamed him up a mite.” 

“Tut, tut,” said the doctor disapprovingly, 
“You should be ashamed to shoot your son-in- 
law.” 

“Wal, Doc,” rejoined the mountain man, “he 
warn't my son-in-law when I shot him.” 


—THE GUSHER (Oklahoma City, Oklahoma) 


Best from the bulletins 


It takes face powder to get a man—but baking 
powder to keep him. 
—HI-LIGHTS (Aurora, Illinois) 


There was a little lawyer man 

Who gently smiled as he began 

Her dead husband's will to scan. 
Thinking of his coming fee 

He said to her quite tenderly, 

“You have a nice fat legacy.” 

Next morning as he lay in bed 

With plasters on his broken head 

He wondered what in hell he'd said! 


THE POW wow ( Wichita, Kansas) 


Then there's the girl who thought that she 
had lost her hat—but came across it when she 


combed her hair. 
—TWIG TWITTER (Cleveland, Ohio) 
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That’s right—fuss around with stuff the office boy 
should be doing—and then just before closing time 
suddenly decide that civilization can’t go on unless 
everybody stays late to do all your urgent mail! 


courtesy of 
NATIONAL NEWSPAPER SERVICE 
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1947 National Convention 





By majority vote of the Board of Directors, Saint Paul. Minnesota, has 
| { been chosen as the site of our 1947 National Convention. The dates are June 
5 through June 8. Convention headquarters will be Hotel Saint Paul. 


The members of the Saint Paul Chapter, assisted by the members of the 

i j Minneapolis Chapter, are enthusiastically making preparations to receive us. 

These two are among the first chapters of NSA to be installed. Through the 
years, their members have proved their loyalty and enthusiasm in many ways. 


| j Warm invitations have come to us from the Honorable Edward J. Thye, 
Governor of Minnesota; the Honorable John J. McDonough, Mayor of Saint 
Paul, and Mr. Leo B. Faricy, Manager of the Convention Bureau of the Saint 

i a Paul Association of Commerce, assuring us of their welcome. 


Because the convention will be held in the Northwestern District, the Con- 

vention Committee Chairman is Clara Krueger, Northwestern Vice-president. 

} ‘ One member from each of the districts has been chosen to serve on the National 
Convention Committee, as follows: 


Northwestern. District Southwestern District 
{ 4 Miss Maset ANN Brapy Mrs. VirGiIniA CHAPMAN 
800 Brandeis Theatre Building Westinghouse Electric Company 
Kiedis Shileai , 411 North 7th Street 
: 2 > Se Saint Louis, Missouri 
Northeastern District Southeastern District 
Miss PHAMA A. MAartIN Miss MariANNE Forp 
919 East 10th Street 902 Belhaven Street 
i f Anderson, Indiana Jackson, Mississippi 
Saint Paul is happily situated for a national convention, with good trans- 
portation facilities and adequate hotel accomodations, as well as its natural 
beauty. The Twin Cities, Saint Paul and Minneapolis, serve as the gateway 


to the ‘“Beautiful Land of Ten Thousand Lakes.’ Opportunities for a delight- 
ful vacation abound throughout the State of Minnesota. A thrilling and de- 
i i lightful experience awaits those who come to our Second National Convention. 

I know that you will want to be present. 
Members have been selected to serve on the Resolutions Committee and 
§ the Nominating Committee, and their names will be announced at an early 
date, with full instructions to the chapters concerning their responsibilities in 

connection with these two committees. 

| } The Convention Committee will welcome your suggestions and assistance. 
Let us all cooperate to make our 1947 National Convention an outstanding and 


successful event. 


i i IRENE NELSEN 


National President 
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BETTER SPEECH 


by GeorcE R. TuRNER 


WORDS TO WATCH 


adage: An expression, to be an adage, must be 
old. Therefore, instead of saying ‘‘an old adage, 
merely say “an adage.” 


administer: This word is not in good use as ap- 
plied to a blow, reproof, or criticism. It applies 
properly to that which gives relief, acts as a 
remedy, or promotes justice. Blows are “struck,” 
not ‘‘administered.”’ 


all of them: Effective speech shuns this expres- 
sion. Instead of saying “I saw all of them,” say 
“IT saw them all.” 


all over the world: In this expression over and 
all are transposed. Say “The war affected food 
supplies over all the world,” not “all over the 
world.” 


alternative: This word is correctly used only 
when there is one choice between two courses. If 
three or more courses are involved, the correct 
word is choice. 


witness: To witness an accident means not only 
to see it but also to give evidence or to testify 
concerning it. A better word in this sense is the 
simpler word see. 


direct: This word is not a good subsitute for 
address. Say “I addressed a letter to you and 
directed a messenger with it to your home.” 


sank down: Because nothing can sink upward, 
superfluous is down. Instead of saying ‘I sank 
down to the ground,” say “I sank to the ground.” 


amateur: Too often is this word misused for 
novice in referring to a beginner. An amateur is 
a person who indulges in an activity for pleasure 
rather than for gain, regardless of how long he 
continues to do such. 


than: In making comparisons, remember that 
than is followed always by the subjective case in- 
stead of the objective. For example: “He is 
taller than I,” not “He is taller than me.” 


apparent and evident: Whatever appears to 
exist is apparent, but only that which can be defin- 
itely seen or proved to exist is evident. An accused 
person may be apparently guilty, but only evi- 
dence can prove him so. 


accidently: This is an obsolete form. Spell it 
accidentally, and in pronouncing it be sure to em- 
ploy all five syllables. 


stopping overnight: To stop means to check, 
arrest, obstruct. We do not stop at a hotel over- 
night, or stop an afternoon at a friend's home; 
we stay at the hotel overnight, or stay an after- 
noon at the friend's home. 


but what: This is an erroneous substitute for 
but that. Incorrect: “It never rains but what it 
pours.”’ Correct: “It never rains but that it pours.’ 


sherbet: Note that there is only one r in this 
word. Too often is it erroneously spelled sherbert. 


want to: “You want to be careful of what you 
say’ is a vulgarism intended for the correct ex- 
pression, “You ought to be careful of what you 
say. 


doctor: This word is not correctly used as a 
verb. Therefore, it is incorrect to say ‘The elec- 
tion returns were doctored,’ or “He doctored me 
with sulfa drugs.” 


HOW DO YOU PRONOUNCE IT? 


aperitif: ah-pay-ree-teef’ not ah-per'’ i-tif 

apparatus: ap-ah-ray’ tus, not ap-ah-ra’ tus 

canape: kah-nah-pay’, not kan’ ah-pee 

alias: ay’ lih-us, not a-ly’ us 

archipelago: ahr-kih-pel’ ah-goe, not ahr-chi- 
pel’ ah-goe 

autopsy: aw’ top-si, not aw-top’ si 

amour: a-moor’, not am’ oor 

chiropodist: ky-rop’ oh-dist, not shih-rop'oh-dist 

clientele: kly-en-tel’, not kly-en-teel’ 

decade: dek’ ayed, not deh-kayd’ 

diabetes: dy-ah-bee’ teez, not dy~-ah-bee’ tihs 

edible: ehd’ ih-bl, not ee’ dih-bl 

falcon: fawl' kn, not fal’ kn 

finale: fih-nahl’ ee, not fih-nal’ ee 

gendarme: zhahn-dahrm’, not zhahn’ dahrm 


KEY 


A long (as in fate)—ay O long (as in note)—oh, oe 
short (as in fat)—a short (as in not)—o 
(as in fall)—aw U long (as in cufe)—ew 
broad (as in far)—ah (as in rule)—oo 

: short (as in mud)—uh 

E long (as in beet)—ee yY final (as in very)—i 
short (as in bet)—eh G f ; Bs . 

soft (as in age)—j 


I long (as in bite)—y TH soft (as in father)—th 
short (as in bit)—ih WN nasal (as in doing)—n 
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THE. LETTER CLINIC 


by Aine E. Hower 


IMMENSE TRIFLES OF ETIQUETTE 


“Trifles,"’ said Michelangelo, ‘make perfection, 
and perfection is no trifle.” 


Care in many small details adds up to good let- 
ter writing, and putting yourself on paper, a last- 
ing, written record, calls for putting your best foot 
forward. 

It's a comfort to know how. 

First, be sure to spell the reader's name cor- 
rectly and exactly as he wishes. If a man abbre- 
viates his first name ‘‘Chas.,” follow his example. 
People are extremely sensitive about their names. 
“Won't you please stop addressing letters to me 
as ‘Mr. E. Smith’?” said the vice-president of a 
large company in all seriousness. “I prefer to be 
addressed by my first name, ‘Ed Smith’ ”’! 

You don't 
What 


Suppose the signature is J. Jones. 
know whether that is a man or a woman. 
do you do? 

Let's see. 

If you address your letter to Mr. J. Jones, and 
it turns out to be Jennie, is she displeased? If this 
is the first occasion of the kind in her experience. 
she will giggle a little, turn to the girl at the next 
desk, throw out her chest a bit, and say, “He 
thinks I am a man.” 

Now send your letter to Miss J. Jones and 
have it turn out to be John. Is John highly pleased? 
Does he grin and pleasantly brag to the man at 
the next desk that someone has addressed him as 
Miss? Not so you could notice it. 


Therefore, when in doubt whether your reader 


is a man or woman, assume it is a man. Then no 
one will likely be displeased. 
“Jennie Jones” is the signature. Is she ‘Miss 


or Mrs.”? A direct mail specialist says to give 
her the benefit of the doubt and address her as 
Mrs. A man in Ohio suggests “Ms.” But the 
rule is that when in doubt about a woman's 
marital status, assume she is unmarried and ad- 
dress her as Miss. 


“Can't you do something about this ‘Dear Ma- 
dam’ business?”’ writes a young lady in the Hous- 
ton branch of one of our customers. ‘It always 
reminds me of some fat, bejeweled fortune teller.” 
Women almost universally dislike Dear Madam. 
They think it is cold: Fortunately, it is not only 
correct, but actually preferred, always to use the 
name in addressing both men and women, ‘Dear 
Mr. Miller,” ‘““‘Dear Mrs. Miller,” or ‘Dear Miss 
Miller.” 


In addressing a firm composed of women, you 
may correctly use any of the following three 
salutations: Ladies, Mesdames, or even Gentle- 
men! 

Styles of complimentary close in widest use, 
and suitable for business letters, are, “Sincerely 
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yours, ‘Cordially yours,’ Very truly yours,” and 
their variations. 


There has been a move on foot for some years 
to drop the saluation ‘‘Dear Mr." and the compli- 
mentary close, ‘Cordially yours’ from business 
letters. A few firms are now doing this. Many 
people seriously object to it. “Be not the first 
by whom the new are tried,’ counseled Pope, ‘‘nor 
yet the last to lay the old aside.” 


Forms of address, salutation, and complimen- 
tary close suitable for addressing public officials 
and religious organizations are as follows: 

The President, The White House, My dear Mr. 
President, Very respectfully yours. 

The Vice-President, United States Senate, My 
dear Mr. Vice-President, Sincerely yours. 

The Honorable, Name, American Ambassador, 
Londen, My dear Mr. Ambassador, Sincerely 
yours. 

The Honorable, Name, Secretary of State, My 
dear Mr. Secretary, or My dear Madam Secretary, 
Sincerely yours. 

The Honorable, Name, United States Senate, 
My dear Senator (Name), or, if a woman, either 
My dear Senator (mame) or My dear Miss or 
Mrs. (Name), Sincerely yours. 

The Honorable, Name, House of Representatives, 
My dear Mr., Miss, or Mrs. (Name), Sincerely 
yours. 

The Honorable, Name, Governor of New York, 
Albany, My dear Governor, Sincerely yours. 

The Honorable, Name, Mayor of Buffalo, New 
York, My dear Mayor (Name), Sincerely yours. 

The King’s Most Excellent Majesty, Sir, 
(Closing) I have the honor to be, Your Majesty, 
Respectfully yours. 

The Queen's Most Excellent Majesty, Madam, 
(Closing) I have the honor to be, Your Majesty, 
Respectfully yours. 

The Presiding Bishop of the Protestant Episcopal 
Church in America is addressed as “The Most 
Reverend”; other bishops of the Episcopal Church 
and bishops of the Anglican Church are addressed 
as ‘“The Right Reverend”; Presbyterian and Metho- 
dist, The Very Reverend; My dear Bishop, 
Sincerely yours. 

(Protestant Minister) The Reverend, Name and 
Degrees, Local address, My Dear Dr. (or Mr.) 
(Name), Sincerely yours. 

His Holiness the Pope, Your Holiness, Respect- 
fully yours. 

His Eminence, (Given Name) Cardinal (Sur- 
name), Archbishop of New York, Your Eminence, 
Respectfully yours. 

The Most Reverend, Name and Degrees, Arch- 
bishop of Baltimore, Most Reverend Sir, Respect- 
fully yours. 

The Reverend, Name, St. Joseph's Church, 
Washington, D. C., My Dear Father (Name), 
Sincerely yours. 

The Reverend Mother Superior, Order, if used, 
Name of institution, Local address (Form varies 
with the order), My dear Reverend Mother, Sin- 
cerely yours. 

(To a Nun) Sister (Name), Order Address, 

Rabbi, Name and Degree, Washington, D. C.. 
My dear Rabbi (Name), Sincerely yours. 





A better Way te Do It 


Have you ever lost your temper when you 
were trying to mimeograph and the paper seemed 
charged with atoms of electricity? A good way to 
overcome this, and thereby make the sheets slip 
out one at a time minus tension is to attach a short 
piece of ordinary Christmas tree tinsel to the roller 
just under the spot where the paper is turned out. 
The tinsel should be tied on rather loose. The use 
of the tinsel will save you many precious minutes 
when you have a big job to do. 

—Va.ariA M. HEcHT 
659 Summit Avenue 
St. Paul, Minnesota 


When a direct answer is dictated, take the 
customer's letter, write “OWER" at the bottom 
of it, and then use the other side as the office 
carbon copy of the letter being sent out. This 
prevents clogging of the files. 

—MarcGaret E. McDonaLp 
11 Sartwell Avenue 
West Somerville 44, Mass. 


Here is an effective method of making changes 
on a page of a stapled letter or document. Fold 
a sheet of paper in half with the crease toward 
you. Fold the half that is in sight, making a new 
crease about an inch from the first one, which 
will now be covered. Insert this sheet into the 
typewriter, turn the roller until fold comes to 
the front, with the opening at the top. Behind 
this fold, insert the bottom of the page to be cor- 
rected, and turn roller backward until the desired 
position is obtained. As the stapled sheet turns 
backward into the machine the folded paper works 
out of the machine at the back of the platen. 

—Betty TRASK 
c/o Fischer & Latta, Attorneys 
814 National Bank Building 
Lima, Ohio 


To facilitate the removal of carbon papers after 
making multiple copies, arrange the carbons be- 
tween the sheets of paper so that the carbons 
come to within about one-half inch of the top 
edges of the sheets instead of even with them. 
This leaves a small part of the carbon protruding 
at the bottom. After the copies have been com- 
pleted, it is easy to remove the carbon papers. 
Hold the tops of the copies with the left fore- 
finger and thumb, and, grasping the protruding 
carbon sheets with the right hand, pull them 
gently out. —LoreETTA BARTLETT 

Post Office Box 1166 
Salt Lake City, Utah 





For each acceptable contribu- 
tion to this column, National 
Headquarters will present to the 
contributor an exquisite jeweled 
emblem. Contributions must be 
limited to 100 words or less, and 
must discuss such things as time 
savers, short cuts, tactful con- 
duct, and other helpful hints de- 
signed to further the interests of 
both the secretary and her em- 
ployer. 
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SOCIAL 
STATIONERY 





Designed Especially for 


NSA 


Made of Highest Quality Envelopes Tinted Inside 
100% Rag Paper in to Match Sheets 
Lucious Bon Bon Colors NSA Crest in Gold 
Dainty feminine note size 


60 Sheets 30 Envelopes 


$50 
POSTPAID 


National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 


Please send -Boxes NSA Stationery 


White | ene |) I S| 
Ivory -Peach Check 6................Enclosed 
Name.. seukaiastetvatharr caren seindsisueice 
I is caccssse cee iveshtacs ie siba denaaeae sshiinabe ssn 











WE PRINT The Secretary 


LET US PRINT 
YOUR 


BULLETINS - YEAR BOOKS 
PROGRAMS 
LETTERHEADS and ENVELOPES 


Attractive Prices 
To 
All NSA Chapters 


415 East 10th Street—Kansas City, Missouri 
Phone VI. 5456 - 5457 


Official Printers 
for 
The National Secretaries Association 
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No. 


Description and Prices 


1—NSA 

Jeweled Badge with Wreath. 
10K gold—crown set whole pearls................ $16.50 
10K gold—close set half pearls...................... 12.00 


2—NSA 

Jeweled Badge. 
10K gold—crown set whole pearls..................-. $19.20 
10K gold—close set half pearls........................ 15.50 


. 3—NSA 

Jeweled Badge with Ruby (syn.) 
10K gold—crown set syn. ruby with 
crown set whole pears................-:cssessessseseeeeeees $24.00 
10K ge ogg set syn. a with close 
LDL 18 


. 4—NSA 

Jeweled Badge with Wreath and Syn. Ruby. 
10K gold—crown set syn. ruby with crown 
set whole pearls....................-- $18.50 
10K Lo getter og set aye. ruby with close 
ee ER A 14 


. 5—NSA 
oe Gavel Guard—Ideal Past President’s 
ift. 
10K gold—close set half pearls........................ $ 6.60 





No. 6—NSA 


No 
1 Quill Guard and Chain for Chapter Secretary. 


10K gold ........ ae ee ROB EAD: $ 4.80 
Gold Filled .... = PORES RT Bo Nee Ry 3.60 
i—NSA 
Key Guard and Chain for Chapter Treasurer. 
BI: II eee savesdinecannkeecmioneceenenaidedsiaaaaaael $ 4.80 
Rt, RRR RRR wmmen On Eerrper ordre es ctor ee ie et: . 3.60 


. 8—NSA 

President Gavel Guard and Chain. 
SE IEE te ee a 
Gold Filled .... -scisccsdiuubcpasaneedienssathecaedinabsea . 3.60 


. 9—NSA 
Vice-President Gavel Guard and Chain. 
10K gold ....... scibssinaunbstccipestsndseatisnalcadseontsswbancesae $ 4.80 
i, ene sinsskionsnihaenbiacnaianiaiakiie? a 
. 13—NSA 
Tee-Vee Lighter. Beautiful polished aluminum 


finish, with NSA emblem as illustrated. You 
will love this lighter. 


Price (incl. crest and tax)................:ccce-seee 5.85 


No. 15—NSA 


Jeweled letters N. S. A. (guard chain included.) 


10K gold-crown set whole pear's.................... $22.50 
10K gold-close set half pearls.......................... 16.50 


. 16—NSA 

Letters N. S. A. inlaid with black enamel 
(guard chain included)—10K gold.................... $ 5.40 

. L1I—NSA 

Letters N. S. A. (guard chain included)— 
10m gold .«............ nad ben aebbotpihieiscacbicasud Cee $ 4.80 

18—NSA 

10K gold, black onyx, NSA crest — a jewel 
of distinction — combination emblem 


ring, dinner ring, occasional ring, memory 
ring sissy Sains dsnesdesnkinas Spleaccetabeedssteaaaeinoe aman $24.00 


PRICES INCLUDE TAX. 
I{NIMUM DEPOSIT WITH ORDER % OF COST. 


How to Measure Your 
Finger Size 


Take a band of firm paper same size as ring size 
chart. Wrap it around the finger firmly at the 
second joint, or around the largest part of the 
finger if the joints are not prominent. Lay it on 
the finger size chart below to pl your exact size. 
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MEASURE FINGER FOR SIZ 
| 
1" | 


78 910111213 


























NSA JEWELRY & ACCESSORIES 








Ich acl (cle! 
Membership Pins 


PEARL SET GAVEL 
Official Past President Gift. 


No. |5-NSA 


No. 13 -NSA 





Send All Orders, Remittances, and Correspondence to 


THE GREEN COMPANY, INC. 
1016 Walnut Street 


Mfg. Jewelers and Engravers Kansas City 6, Missouri 











Cities in Which NSA CHAPTERS Have Been Formed 


Kansas City, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
St. Louis, Missouri 

Ft. Wayne, Indiana 
Davennort, Iowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, Illinois 
Joplin, Missouri 
Evansvillle, Indiana 
Denver, Colorado 
Cedar Rapids, lowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

El Paso, Texas 
Columbus, Ohio 

East St. Louis, Illinois 
Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, lowa 
Boise, Idaho 

Jackson, Mississippi 
Mobile, Alabama 
Pensacola, Florida 
Butte, Montana 
Clinton, Iowa 
Evanston, Illinois 
Saginaw, Michigan 
Alexandria, Louisiana 
Paducah, Kentucky 
Lansing, Michigan 
Cleveland, Ohio 
Pertland, Oregon 

St. Paul, Minnesota 
Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo, Colorado 
Reno, Nevada 
Jamestown, New York 
Canten, Ohio 
Sacramento, California 
Des Moines, Iowa 
Ventura, California 
Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 


Lincoln, Nebraska 
Miami, Florida 
Chattanooga, Tennessee 
Bartlesville, Oklahoma 
Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls, South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta, Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
Richmond, Indiana 

North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana, U. S. A. 

San Antonio, Texas 
Orlando, Florida 
Amarillo, Texas 
Bakersfield, California 
Kalamazoo, Michigan 
Manhattan, Kansas 

Joliet, Illinois 

Kokomo, Indiana 

Alten, Illinois 

Cape Girardeau, Missouri 
Rochester, Minnesota 
Oak Park, Illinois 

Battle Creek, Michigan 
Mason City, lowa 

Fargo, North Dakota 
Flint, Michigan 
Kankakee, Illinois 
Quincy, Illinois 
Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Spokane, Washington 
Wheeling, West Virginia 
Santa Rosa, California 
Springfield, Ohio 
Baltimore, Maryland 
Huntington, West Virginia 
Springfield, Illinois 
Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, Iowa 

Terre Haute, Indiana 
Peoria, Illinois 

Burlington, Iowa 
Galesburg, Illinois 


Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 

Shawnee, Oklahoma 
Hannibal, Missouri 
South Bend, Indiana 

San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 

Lawrence, Kansas 
Yankton, South Dakota 
Jacksonville, Illinois 
New Orleans, Louisiana 
Columbia, Missouri 
Junction City, Kansas 
Frankfort, Kentucky 
Emporia, Kansas 

Garv, Indiana 

Jackson, Michigan 
Oakland, California 

Bay City, Michigan 
Washington, D. C. 
Grand Rapids, Michigan 
Aurora, Illinois 
Stockton, California 
Tucson, Arizona 

Duluth, Minnesota 
Raleigh, North Carolina 
Phoenix, Arizona 

San Jose, California 
Winston-Salem, North Carolina 
Erie, Pennsylvania 
Buffalo, New York 

Ann Arbor, Michigan 
Vallejo, California 
Muskegon, Michigan 
Asheville, North Carolina 
Akron, Ohio 

Pittsburgh, Pennsylvania 
Youngstown, Ohio 
Harrisburg, Pennsylvania 
Los Angeles, California 
Cincinnati, Ohio 
Portsmouth, Ohio 
Council Bluffs, Iowa 
Santa Fe, New Mexico 
Redwood City, California 
Coffeyville, Kansas 
Altoona, Pennsylvania 
Rochester, New York 
Mansfield,Ohio 

San Luis Obispo, California 
Norfolk, Virginia 
Boston, Massachusetts 
Long Beach, California 
Salem, Oregon 

Palo Alto, California 
Iowa City, lowa 
Champaign, Illinois 

Fort Dodge, Iowa 
Hutchinson, Kansas 
Covington, Kentucky 
Warren, Ohio 

Boulder, Colorado 
Chanute, Kansas 
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